Instructions for Completing Position Description Forms
Open the document and save it under another name so as to preserve the original document.

All hard returns have been removed in order for the document to flow (the document may end up two-sided).  Be sure to double space between each category. 

Do not change any of the language in the form.
Return an original signed copy to Human Resources.  

If you have questions regarding these forms, please contact Monica Kroft in Human Resources at 206-7020.  Thank you.


UIS OFFICE OF HUMAN RESOURCES


CIVIL SERVICE POSITION DESCRIPTION
Date Prepared:
Employee Name:
Requested Position Title:  
Reason:  

Current Position Title:
New Position Title:              (if approved)

Current Position #:
New Position #:                   (if required)

FLSA:   ___ Exempt   ___ Non-Exempt  
Division:

Campus Address/Phone :
College/Department:
	
HR USE ONLY:

       Establish           Reallocate            Reclassify             Abolish             No Change            Clarify


Duties and Responsibilities:  Please indicate percent of time after each duty listed.
Special Knowledge, Skills, or Licenses Required:
Number of Employees Supervised: 

               Civil Service        Academic Professional       Students     









Employee Signature                                      Date
Supervisor Signature                            
Date




Additional Supervisor Line (if applicable)   Date
Dean/Director (if applicable)               
Date




 Division Head Signature                              Date
Human Resources Signature                
Date

2/24/10
